Homeworker

Terms and Conditions of Employment

<<Employee Name>>

<<Date>>

This document contains the main terms and conditions of employment which govern your
service with the Company. [Your service with the Company is also subject to the terms
contained in the letter offering you employment (“the Offer Letter”). If there should be any
ambiguity or discrepancy between the terms in the Offer Letter and the terms set out in this
document, the terms in this document will prevail, except where expressly stated to the
contrary.]
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TERMS AND CONDITIONS OF EMPLOYMENT

1. General

The following statement is issued by <<Name of Company>> a company registered in
<<England and Wales>> under registration number << >> whose registered office is
at <<Address>> (hereinafter referred to as “the Company”) pursuant to its obligation
to provide its employees with a written statement of the main terms and conditions of
their employment as required by Section 1 of the employment Rights Act 1996 and
compliant with the Employment Act 2002 and Working Time Regulations 1998.

2. Employee Name, Address, and Duties

You <<Name of Employee>> of <<Address>> (hereinafter referred to as “you”) are
employed by the Company in the capacity of <<job description and/or brief summary
of duties and responsibilities>>.

3. Date of Commencement / Continuous Employment
3.1 Your period of continuous employment with the Employer begins on <<Date>>.

3.2 [No employment with a previous employer counts as part of your period of
continuous employment] OR [Your employment with <<Name of Previous
Employer>> which began on <<Date>> will count as part of your continuous
period of employment with the Employer].

3.3 The first <<number>> months of your employment will be a probationary period
during which your performance will be assessed. During this period, the
homeworking arrangements will be monitored in addition to your performance
and conduct. At the end of the probationary period both the homeworking
arrangements and your performance will be reviewed and, if found satisfactory,
the homeworking arrangements and your appointment will be confirmed. The
probationary period may be extended at the Company’s discretion. During the
probationary period, the full disciplinary and grievance procedure will not apply.

4. Place of work
4.1 Your normal place of work will be at <<Home Address>>.

4.2 You will be required to attend the Company’s office at <<address>> from time to
time as the business may require, to attend meetings, briefings, training courses
and marketing functions which are reasonably necessary for the proper
performance of your duties. The Company will conduct a health and safety risk
assessment of <<Home address>> before you start work there [and every 6
months thereafter], to ensure that it is a safe working environment.

4.3 You may be required from time to time to visit and work at such other locations
and for such times as the Company considers necessary for the proper
performance of her duties.

4.4 You are required to inform the Company as soon as possible if you plan to
change your home address.

4.5 You confirm that you are not in breach of any covenant or agreement in doing
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work at your home.

Hours of work

5.1 Your daily work schg
day (averaged over
for every six hours t
take that rest break.

an average of << >> hours per
tled to a rest break of 20 minutes
responsibility to ensure that you

5.2 You must ensure thi
work on weekdays b4

tact you at your normal place of

5.3 In certain circumsta
order to ensure that
are properly performg

to adjust or exceed the hours in
with the terms of the employment

Remuneration

edit transfer to a bank or building
at the rate of £<< >> gross per
y >> of each month.

6.1 You will be paid <<s
society account nom
hour worked, normall

6.2 Your salary will be re irely at our discretion.

Right to Enter

with or without workmen and/or
ress>> to:

You consent to <<name
others at all reasonable ti

7.1 install, inspect, repl
and Equipment by pr
the Company;

service the Company’s property
e course of your employment with

7.2 carry out risk assess
workstation by prior g
Company; and

property and Equipment and your
purse of your employment with the

7.3 recover the Compg
immediately after the

ipment by arrangement on or
oyment with the Company.

Equipment, Health & Safq
8.1 The Company will pre b equipment>> (“Equipment”).

8.2 You must not allo
employed by the Co

ily or third parties who are not
e company’s Equipment.

8.3 The Company will i
responsible for any ¢
wear and tear.

in the Equipment but you will be
t that is not the result of ordinary

8.4 providing and maintaining a valid
covers the Company’s property

bss>> at all times.

and comprehensive
and Equipment, to b



10.

11.
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omission which will invalidate the
property and Equipment kept at

8.5 You will not do, cau
policy of insurance {
<<Home Address>>,

8.6 You agree to compl
the Company may ¢
all Health & Safety q
to time.

guidelines and instructions which
e and to complete without delay
mpany may send to you from time

Outside Interests

When working from homsg
<<state job title e.g. the
non-business matters, sud

with the prior written approval of
bnd time during working hours on
rs.

Expenses

For the avoidance of douf
your home to [any of] the (

t reimburse travel expenses from

Holidays

11.1 You are entitled to
entitlement of 20 da
added. This does no
employer’s discretio
and public holidays.

s the statutory minimum holiday
lic and bank holidays have been
lidays, which may be given at the
Dlete calendar year, including bank

11.2 The holiday year co inishes on << >> each year.

11.3 If your employment (
your holiday entitlem

art way through the holiday year,
dingly.

11.4 If, on termination of g

11.4.1 You have exg day entitlement, the Company will
oliday taken in excess of your
sis of <<specify calculation>>,and
you authorise a deduction from the payment of

any final sala

11.4.2 You have hd
discretion, req
make a paym

wing, the Company may, at its
liday during your notice period or
day entitlement.

11.5 Holidays must be tal
approval of proposeq

o the Company. You must obtain
e from <<specify job title>>. You



will not be allowed tq
Company’s discretio
approval has been fo

11.6 All holiday must be
circumstances you
entitlement to the ne
may not be carried fag

beks at any one time, save at the
holidays until your request for

ich it is accrued. In exceptional
h << 5 >> days untaken holiday
lies for one year only, and holiday
pliday year.

11.7 If you are sick or inju
to sick leave and takq
to the following:

ompany will allow you to transfer
a later date. This is strictly subject

11.7.1 You must co
possible) as
sickness or in

11.7.2 The full perid
certificated b

> in person and by telephone (if
your holiday will be affected by

e to sickness or injury must be
ctitioner, where it exceeds seven

days; and
11.7.3 Within <<e.g, rn to work, you must confirm in
writing how affected by sickness or injury and

e at another time. This written
pb title>>.

the amount d
notification m

12. Sickness

12.1 In the event that you
behalf should contac
day you are unable
the Company as sodg
resumption of work.

y reason you or someone on your
he earliest opportunity on the first
br of the reason. You must inform
hnge in the date of your expected

12.2 A self-certification fo
The form will be supg

or absences of up to seven days.

12.3 For periods of sick
weekends, you will 4
Note’) / Medical Certi
/ Medical Certificate 4

en consecutive days, including
tatement of Fitness for Work (‘Fit
specify job title>>. A new Fit Note
y as required by the Company.

<<state days e.
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13.

14.

15.

16.

17.
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pcord absence levels and reasons
nfidential.

12.5 The Company has t
for absences. Such i

12.6 The Company may r
practitioner nominate
authorise such medi
results of the examin
The Company will
examination will only
So.

medical examination by a medical
pur employment, and you agree to
re a medical report detailing the
ay be disclosed to the Company.
medical examination. Such an
pany where it is reasonable to do

12.7 For the avoidance o
employment under
receipt of sick pay.

serves the right to terminate your
btwithstanding that you may be in

Maternity and Paternity R

The Company will comply
paternity rights and dealing
this regard are available o

ons with respect to maternity and
dants. The Company’s policies in
ob title>>.

Pension

Mobility

You may be required to tra s anywhere in the UK.

Non- Compulsory Retire

The Company does not (
compulsorily retired on ré
retire voluntarily at any ti
notice of termination of yo

ent age and so you will not be
. However, you can choose to
b Company the required period of

Grievance Procedure

The Formal Grievance Prq equest from <<specify job title>>.



This policy does not form p ditions of employment.

18. Disciplinary Procedure

18.1 The disciplinary ruleg
Disciplinary Rules a
and conditions of em

18.2 In addition to the attd
employment necessi

18.2.2 Failure to be {
18.2.3 Falsification o
18.2.4 Misuse or deqg

bed times;

s property or Equipment;

18.3 You will be requirg
reasonable notice fd
rules.

19. Termination of employmd

<< >>
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byment are set out in the attached
does not form part of your terms

and Procedure the nature of your
 associated potential disciplinary
b include but are not limited to:

5 when instructed to do so;

any’s office at <<Address>> on
in accordance with the attached



20.

21.
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Confidentiality

20.1

20.2

Employment Policies

All staff have a duty to ad
time in force, including bu
Safety, Sickness and Abse

You shall not divulg
proper authority an
confidential informat
obtain in the course
shall continue to apy
cease to apply to in
domain other than th

Ny person other than those with
S, trade secrets or any other
pany which you may receive or
ith the Company. This restriction
ion of your employment but shall
which may come into the public
brovision by you.

all documents and information
ure at all times. In particular, the

At home, you are
associated with the {
Employee undertake

20.2.1 encrypt and/o
the computer

y confidential information held on

20.2.2 lock your co it is left unattended;

20.2.4 comply with t
force regardi

ection policy from time to time in
al data.

ny’s policies that are from time to
bmpany’s Health and Safety, Fire
ties Policies.



22. Collective Agreements

agreement>>

23. Data Protection

You agree to the Compan
personal data about you

Protection Act 1998) for t
the Company and for the
procedures.

24. Changes to Terms and C nt

The Company may ame
document [<<and in the E

will be notified to you persq generally applied, by notice.

25. Governing Law and Juris

These Terms and Conditid
accordance with the laws

shall be subject to the excl glish and Welsh Courts.

Issued for and on behalf of <<Co

Date:

| acknowledge receipt and confi
constitute my contract of employ

Signed: ...
<<Name of Employee>>
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<<specify relevant

, both electronically and manually,
onal data as defined in the Data
ent, security or administration of

applicable laws, regulations and

e terms and conditions in this
Manual>>] and any such change

be governed by and construed in
Any dispute relating to the same

the above terms and conditions



